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USING THIS GUIDE

Using this Guide

The graphicsin this document are best viewed or printed with Adobe Acrobat
Reader version 4.0 or above.

This guide provides user notes for the Myridas Catalogue Based Sales module:
o Catalogue Based Sales

The mouse symbol has been used throughout the manual to help guide you to the
location of windows in the software. See Appendix A for alist of Myridas
windows and their location in the software.

A full range of tutoriasis also available on our website,
http://www.trinitypartner.com.
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The About
Myridas
window

ABOUT MYRIDAS

About Myridas
Help >> About Myridas
Use the About Myridas window to check your license information and installation

details. The window will tell you which Myridas modules you are registered to
use and which have been installed on your system.

B ics00 About Myvidas

Compansg I Fabwikam, I
Installer Yersion 200 Dictionary Build B0
kioduie Remsised Irelaled
Addiional Changes f
Call Scheduling B
Catalogue bazed sales: w
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CATALOGUE BASED SALES

Catalogue Based Sales

The Myridas Catal ogue Based Sales module provides extended functionality for
item maintenance and sales transactions. The core functionality of the moduleis
implemented in the Item Catalogue and Search window where the user can
identify items by specified attributes, or by browsing the Item Catal ogue.

The visual display of the catalogue and advanced search parameters allow the user
to immediately fulfil requirements for an order, find alternative items or even
email an item specification to a customer.

The main features of Catalogue Based Sales are:

e Thefacility to create attributes and assign them to items
e Thefacility to create an item catalogue up to five levels deep

o Thefacility to perform searches for suitable items based on attributes,

catalogue location or spelling, all from within one user-friendly window
e Integration with Sales Transaction Entry allowing rapid order completion
e Integration with Item Maintenance allowing rapid item location

Iltem Attributes

Item attributes allow the user to perform specified searchesin the Item Catalogue
and Search window, so that in Sales Transaction Entry the required item may be
located with greater speed and accuracy. An unlimited number of attributes may
be stored in one Attribute Group. Use the Maintain Item Attributes window to
create and edit Attribute Groups and attributes.

Items may be assigned one or multiple attributes (unlimited) using the Assign
Items To Attributes window and the Assign Attributes To Items window.
Unlimited numbers of items can all be assigned the same attribute.

Catalogue Sections

An Item Catalogue can be made up of up to five different levels, each level
containing an unlimited number of sections. Create and edit catal ogue sections
and levelsin the Catal ogue Sections window.

Catalogue Maintenance

A catalogue can be built up using the levels and sections that you have created in
the Catal ogue Sections window. This catalogue will be displayed as atree view.
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Catalogue Tree View
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Items can be assigned at the lowest level of the catalogue, and will automatically
be assigned to the parent levels. An item can be assigned to more than one
position in the catalogue. To build up a catalogue and assign items to levels use
the Catal ogue Maintenance window.

Item Catalogue and Search

The results of the attribute and catal ogue maintenance are displayed in the [tem
Catalogue and Search window, an Extras option in Great Plains Sales Transaction
Entry and the Item Catalogue L ookup window, an Extras option in Great Plains
Item Maintenance. Dependant upon the default settingsinitiated in the Maintain
Item Catal ogue and Search Defaults window you can use the catalogue and item
attributes to rapidly locate an item and add it to a sales transaction. Y ou also have
the option when setting defaults to choose whether or not the catalogue and
attributes are displayed in this window, for example, you could set the window to
display the catalogue and search but not attributes, to display attributes only and
so on. From this window you can also see multiple item properties (such as cost,
guantity available and where applicable an item image) and view numerous other
relevant windows.

Additional Module Functionality

The item catalogue is given additional functionality when used in conjunction
with other Myridas modules. See Appendix B for details of this functionality.
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The
Maintain
Item
Attributes
window

The Add New
Attribute
Group
window

CATALOGUE BASED SALES

Setup

1. Maintain Item Attributes window
Cards >> Myridas >> Catalogue Based Sales >> Attributes Maintenance

Use the Maintain Item Attributes window to:
e Create and Maintain Item Attributes

Bl tcs26 Maintain Item Attributes g|§|g|
IH Save | & Clear | X Delete

Attribute Group Phones & Peripherals Mew
Attribute Handzet il
Dezcription Handszet

4 4 > ¥ Iy @

1.1 Creating and Editing Item Attributes

To create and maintain item attributes in the Maintain ltem Attributes
window:

1. To create anew attribute group click the New button. Thiswill open the Add
New Attribute Group window.

Microsoft Business Solutions-Great P...

Flease enter the newﬁ‘&ibute Group:

Phones & Peripherals

I k. ] [ Cancel ]

2. Enter the Name of your new Attribute Group then click OK.
Note that you can click Cancel to return to the Maintain Item Attributes window.

3. Onceyou have entered a new Attribute Group (or selected an existing
Attribute Group from the drop-down menu) enter the attribute and description
that you want to assign to the Attribute Group.
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The Assign
Items To
Attributes
window

CATALOGUE BASED SALES

4. If you want to assign the attribute to an item or items now then click the
Assign button to display the Assign Items To Attributes window.

Note that if you click Assign without first saving any new attributes you have
created you will be asked whether you want to save changes. Click Y esto save the
attribute and continue to the Assign Items To Attributes window. If you click No
the Assign Items To Attributes window will still be displayed but the new
attribute will not have been saved.

5. If you don't want to assign the attribute to an item or items now then click
Save to save the new attribute, and if applicable the Attribute Group.

Note that you can click Clear at any point to clear any changes you have made.

To delete an attribute click the Delete button. If there are no attributes held against
an Attribute Group then clicking Delete will delete the Attribute Group.

2. Assign Items To Attributes window

Cards >> Myridas >> Catalogue Based Sales >> Assign Item Numbers To
Attributes

Use the Assign Items To Attributes window to:

e Assignitemsto attributes

I tcs26 Assign Items To Attributes Q@El

B save | ¥ Celete [2] Sot | A& Clea
Altribute Group Phanes & Perpherals
Attribute Handzet Handszet
Itern Murmber Q Description
PHOM-ATT-5354 Cordlezs-dttractive 5354 -~
PHOM-ATT-B3BE Cordlezz-attractive 5352-Black
PHOM-ATT-B3BL Cordlezs-Attractive 5352-Blue
PHOM-ATT-53RD Cordlezs-dttractive 5352-Red
PHOM-ATT-B2WH Cordlezz-ttractive 5352 W hite
w
44 > M L@
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CATALOGUE BASED SALES

2.1 Assigning Items to Attributes

To assign items to attributes in the Assigning Iltems To Attributes
window:

1. Select an attribute group from the drop-down menu.

Note that if you have opened this window from the Maintain Item Attributes
window then the Attribute Group and attribute will already be displayed.

2. Select an attribute from the drop-down menu. All items already assigned to
this attribute will be displayed in the scrolling window.

3. Toassign anew item to the attribute enter into the next freelinein the
scrolling window the Item Number that you want to assign to the attribute or
click the lookup to select an item from the Items window. As many items as
required can be added to the scrolling window.

4. Click Saveto save any new items assigned to the selected attribute.

Note that you can click the Sort button to redisplay itemsin the scrolling window
in alphabetical order. Clicking Clear will remove your selections from the
window, saving any changes that you have made to your selection.

5. If you want to assign items by range to an attribute then click the Ranges
button to display the Assign Item Range To Attribute window.

To unassign all displayed items from an attribute click the Delete button. To
unassign asingle line (i.e.: asingleitem) from an attribute click Edit then the
Delete Row option.

MYRIDAS USER GUIDE
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CATALOGUE BASED SALES

3. Assign Item Range To Attribute window
Assign Items To Attributes window >> Ranges

Use the Assign Item Range To Attribute window to:

e Assignitem rangesto an attribute

HE tcs26 Assign Item Range To Attribute Q@@l

Attibute Group Phanes & Penipherals
Attribute Hatdsget Handsget
Itemn Mumber @ Al O From: -
To: -
Generic Degcription @ Al O From: £
To -
Clazz 10 Al (& From: ATT CORD il
Ta: ATT CORD i
Itemn Dezcription W Contains w |ghiore Caze
Itern Mumber Item Dezcription =
Generic Desc Class 1D [temn Short Mame ¥
PHOM-ATT-5354 Cordless-attractive 5354 -~
PHOM-ATT-53BK Cordless-attractive 5352-Black
PHOM-ATT-53BL Cordless-Attractive 5352-Blus
PHOM-ATT-53R0 Cordless-attractive 5352-Red
PHOM-ATT-53wH Cordless-attractive 5352 White
v
[ Urmak & | | Mark &l |
L_J’ @ [ Transfer l [ ak. l [ Preview I

3.1 Assigning an Item Range to an Attribute

To assigh an item range to an attribute in the Assign Iltem Range To
Attribute window:

The Assign Item Range To Attribute window will open with details of the current
attribute selection. Item ranges are assigned by Item Number, Generic Description
and by ClassID.

1. Click All to assign all records or From to assign a selection of records for Item
Number, Generic Description and Class ID. If you select From, enter To and
From values to specify arange, or use the lookups.

MYRIDAS USER GUIDE
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CATALOGUE BASED SALES

2.

Y ou can further specify your range by using the Contains/Begins with option.
From the drop-down menu select between Item Number, Item Description,
Item Class and Generic Description. Then select Contains or Begins with from
the next drop-down menu then enter the required letters in the text box.

For example, if you have selected Consumables as a Class ID Range, but
know that you only want to assign the attribute to Consumables that contain
the letters "Ch", you could select Item Class, Contains, Ch.

Note that if you deselect Ignore Case, then the Case (i.e.: upper or lower case) will
be taken account of in defining your selected range, so Item Classes containing
"Ch" would be included in the range, those with "ch" would not be included.

3.

6.

Click the Preview button to view your selection in the scrolling window. The
Item Number and Item Description of each item to be assigned will be
displayed. Click the Show button to display the Generic Description, Class ID
and Item Short Name.

Use the Unmark All and Mark All to deselect/select all items displayed in the
scrolling window. Alternatively, you can click on each items check box to
mark/unmark it.

Click the Transfer button to assign the selected item range to the attribute.
Click OK to close the Transfer completed successfully dialog box.

Click OK to return to the Assign Items To Attributes window.

Note that you can click OK at any point to return to the Assign Items To
Attributes window without saving any changes.

MYRIDAS USER GUIDE
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CATALOGUE BASED SALES

4. Assign Attributes To Items window

Cards >> Myridas >> Catalogue Based Sales >> Assign Attributesto Item
Numbers

Use the Assign Attributes To Items window to:

e Assign attributesto items

3 1c526 Assign Attributes To items

B save | & Cear | ¥ Delete |
Jfem Number ACCSHDS-1EAR 0
Headzet-Single Ear
Attribute Group Attribute
Phones & Penpherals Handzet »
v
L Add Attribute ] [ Bemove Attribute ]

4 4 b bI| byltem Mumber v Lr @

4.1 Assigning Attributes To Items

To assign attributes to items in the Assign Attributes To Items
window:

1. Enter the Item Number that you want to assign attributes to or click the lookup
to select an item from the Items window. All attributes already assigned to the
item will be displayed in the scrolling window.

2. If you want to add an attribute to the item click the Add Attribute button. This
will display the Add Attributes to Items window.

i tcs26 Add Attributes To ltems |:||: [E|
Attribube Group:; Phones & Peripherals w
Attribute: Handzet w

Add l [ OF. ] ’ Cancel
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3. Select the Attribute Group and specific attribute that you want to assign to the
item from the drop-down menus.

4. Click Add to assign the attribute to the item and keep the secondary window
open. Click OK to assign the attribute to the item and close the secondary
window.

5. If you want to remove a single attribute from an item click on theitem line
then click the Remove Attribute button. If you want to remove al attributes
assigned to an item click on the attribute then click Delete.

6. To save attributes assigned to an item click Save.

Note that you can click Clear at any point to clear the Item and attribute
selections. Any changes that you have made will be saved.

MYRIDAS USER GUIDE
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CATALOGUE BASED SALES

5. Catalogue Sections window

Cards>> Myridas >> Catalogue Based Sales >> Catalogue Section
Maintenance

Use the Catal ogue Sections window to:

o Create catalogue sections

Bl tc526 Catalogue Secti... E@EI

H Save | ¥ Delete %D Mew

Level 1| Electrical Camms

Sections

All L
Computers

Drigital Televisions
Telephones

4 4 » b £y @

5.1 Creating Catalogue Sections

The item catal ogues are made up of sections and levels. The Catalogue Sections
window will allow you to create up to five levelsin a catalogue. Y ou could, for

example, create Level 1 asWorld Regions, Level 2 as Countries and Level 3 as
Wine Regions. Unlimited sections may be set up for each catalogue level.

To create catalogue sections in the Catalogue Sections window:
1. Enter thetitle of your first catalogue level inthe Level 1 Box.

2. Click on the scrolling window and enter as many sections to the catalogue
level (one on each line of the scrolling window) as you require.

3. Click the Save button to save your new catalogue level.

MYRIDAS USER GUIDE
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CATALOGUE BASED SALES

4. To create anew catalogue level click the New button. Thiswill open as Level
2, where you should repeat steps 1 to 3. These steps should be repeated until
you have set up all your catalogue levels.

Y ou can edit Catalogue sections and levels by clicking on the required text and
editing as required then clicking Save to save your changes. Y ou can add a new
section to a current level by clicking on the next free line in the scrolling window
and following the steps above. To delete a catalogue section click the Delete Row
option under Edit. To delete a catalogue level click the Delete button.

Note that if you attempt to delete alevel of a catalogue that contains items, then
you will be given thewarning "This Level is till in use - Cannot delete”.

Y ou can only delete a catalogue section if items have not been assigned to that
section in the Catalogue Maintenance window (see below).

Also note that you can only delete the lowest level of acatalogue - i.e.: you could
not delete Level 2 of a Catalogue without first deleting Level 3.

MYRIDAS USER GUIDE
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6. Catalogue Maintenance window
% Cards >> Myridas >> Catalogue Based Sales >> Catal ogue Maintenance

Use the Catal ogue Sections window to:

o Create and maintain catalogue sections

The Il tcs26 Catalogue Maintenance - ” .f'5_<|
Catalogue -
Mai nte_nance Electncal Comms: Telephones Telephones: Penpherals £a l%:. x
window 0 &l

[0 Computers
[ Digital Televisions
=3 Telephones
3 Peripherals
[ Phone Units

[term Mumnber |'5;1| (*) Add ) Remove
ACCS-CRDAO2wH Phane Cord - 12" white i
ACCS-CRD-25BF Phaone Cord - 25' Black,

ACCS-HDS-1EAR Headzet-Single E ar
ACCS-HDS-2EAR Headset - Dual Ear
ACCS-RST-D=BE. Shoulder Rest-Deluse Black
ACCS-RET-Di=wH Shoulder Rest - Deluse White
v
e
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CATALOGUE BASED SALES

6.1 Creating and Maintaining Catalogues

To create and maintain catalogues in the Catalogue Maintenance

window:

1. You can create catalogues manually or by importing aflatfile.

1.1 Toimport aflatfile:

a) Click the Import Catalogue button. Thiswill open the Import

Relationships window.

F [es?6 Import Helationships

Thie e should b comms on lah delimibed ared shold bave Bres hields;
Electacal Comms, Telephonss Rem Mumbsr

Flasile Hams CATEMPA calalogue crv

iy

(%3 Overemibe Exstig T Update: Exiting Catabogus

v Ok || @ cance |

b) Enter the Flatfile Name or use the lookup to locate the flatfile on your

system.

When creating aflatfile to import, the flatfile should contain the same
number of fields as you have created catal ogue sections in the Catal ogue
Sections window (see window image above). Y ou cannot import aflatfile

unless you have already created catalogue sectionsin

the Catalogue

Sections window. Do not create a header field, as thiswill also be
imported. The Flatfile must be saved asa.csv or .txt file type.

Note that a Flatfile could be created from, for example, an Excel

spreadsheset.
Europe France LeVieux Vin Chardonnay
Europe France LeVieux Vin Chenin Blanc
Europe France LeVieux Vin Montrachet

c) If youwant to overwrite any current catalogue then click Overwrite
Existing. If you want to update a current catalogue with the flatfile then

click Update Existing Catalogue.

MYRIDAS USER GUIDE
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d)

Click OK to import the flatfile. If there are any problems with the flatfile
import then awarning will be displayed.

Note that you can click Cancel at any point to close the Import Relationships
window.

1.2 To manually create catalogues:

a)

b)
c)

d)

Click the Add Relationship button. This will open the Catalogue Section
L ookup window.

Select the catal ogue section that you want to add.

To add lower-level catalogue sections, highlight the section you want to
add a section to and click the Add Relationship button. A dialogue box
will be displayed asking at what level you want to add the relationship. For
example if you have set up catalogue levels of World Region and
Countries, the dialogue box will be displayed as shown below.

Microsaft Business Salutiens -Great Plains

‘j-r.a" Abwiech lewel dovouwanl to add rekafionship 7

T ihihvoriick Lo

Click on the level you want to add arelationship for.

The Catal ogue Sections L.ookup window will be displayed showing the
appropriate level. Click on the section you want to add then click Select.
This section will be added to the required location in the catalogue.

Note that you can delete a catal ogue section at any point by clicking on the
appropriate section then clicking the del ete button.

2. Toadd an Item Number to a catal ogue section click on the appropriate
catal ogue section then enter an Item Number or use the lookup to select an
Item Number from the Items window.

3. Click Add then click the Process button. The item will be displayed in the
scrolling window whenever its section is highlighted in the upper window.

4. Toremove an item from a catal ogue section repeat steps 2 and 3, clicking the
Remove button rather than the Add button.

Note that you can also add/remove ranges of items to/from a catalogue section by
clicking the Ranges button.

MYRIDAS USER GUIDE
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7. Assign Item Range To Section window

Catal ogue Maintenance window >> Ranges button

Use the Assign Item Range To Section window to:

e Assignitem rangesto a catalogue section
e Remove item ranges from a catal ogue section

Bl tcs26 Assign Item Range To Section

Level | Telephones | Feripherals Agsign Ikems to Section
Itern Number O Al & Fram: ACCS-CRD-12H il
Te: ACCS-RST-DEwH Wl
Generic Description @Al O From: 2
To -
Clasz 1D @Al O From: 2
To -
Item Description W | |Euntain$ A | | | |gnore Case
Itern Mumber [tern Dezcription | Include | &
Generic Desc Class 1D [temn Short Mame ¥
ACCS-CRD-12wH Phone Cord - 12" White ~
ACCS-CRD-25BK Phone Cord - 25' Black
ACCS-HDS-1EAR Headset-Single Ear
ACCS-HDS-2EAR Headset - Dual Ear
ACCS-RST-DEBE Shoulder Rest-Deluxe Black
ACCS-RST-DewH Shoulder Rest - Deluse White
I
[H Ormakan | [ 2 Mark s |
f:) @ Remoye [ Tranzfer l I Preview l @ Cancel l
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7.1 Assigning Item Ranges to Catalogue Sections

The Assign Item Range To Section window will open with details of the current
level and section selection. Item ranges are assigned by Item Number, Generic
Description and by Class ID. The current level and section will be displayed
whether items are to be added to or removed from a section.

To assign or remove an item range to an catalogue section in the
Assign Item Range To Section window:

1. Click All to assign all records or From to assign a selection of records for Item
Number, Generic Description and Class ID. If you select From, enter To and
From values to specify arange, or use the lookups.

2. You can further specify your range by using the Containg/Begins with option.
From the drop-down menu select between Item Number, Item Description,
Item Class and Generic Description. Then select Contains or Begins with from
the next drop-down menu then enter the required letters in the text box.

For example, if you have selected Consumables as a Class ID range, but know that
you only want to assign Consumables that contain the letters "Ch", you could
select Item Description, Contains, Ch.

Note that if you deselect Ignore Case, then the Case (i.e.: upper or lower case) will
be taken account of in defining your selected range, so Item Descriptions
containing "Ch" would be included in the range, those with "ch" would not be
included.

3. Click the Preview button to view your selection in the scrolling window. The
Item Number and Item Description of each item to be assigned will be
displayed. Click the Show button to display the Generic Description, Class ID
and Item Short Name.

4. You can use the Unmark All and Mark All to deselect/select all items
displayed in the scrolling window. Alternatively, you can click on each item's
Include check box to mark/unmark it.

5. Click the Transfer button to assign the selected item range to the section. If
you are removing items from a section then click the Remove button. Click
OK to close the Transfer completed successfully dialog box.

6. Click Cancel to return to the Catal ogue Maintenance window.

Note that you can click Cancel at any point to return to the Catalogue
Maintenance window without saving any changes.

MYRIDAS USER GUIDE
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Inventory

8. Maintain Item Catalogue Lookup Defaults window

Cards >> Myridas >> Catalogue Based Sales >> Catal ogue Lookup Defaults
Maintenance

Use the Maintain Item Catal ogue Lookup Defaults window to:

o Set defaults for the Item Catal ogue L ookup window

rd 179 Waintain leem Calalegue Loshup Delauits

el Bwe E Chka 3 e

et [1elmadky boe Lieream Ues

[F] ek Inam itibnst i

Destopilt S 1
Floret 4 Peaphaahi
Al S -

Dl el iinkite: 2
il bl w

Dedsul tivibaide 3
Hiod Bagape b o

Dol s
Pl Sl g L

Dl i e '
Pt f bl w

[] irchrdn Irm Catakgen
[ Iehiks Calmkognes in Eaanch
[5] inchein itern Samnch

Sramch bor wn W

GaeFier A0 Tie: - | iy Shoge Brvlstie:

Livt Wiy Diplar Hram lom 1 [] Emgearz On bon Dezcrplen
Cobanra fution - R ————
B ieeslsbis Iml B dimmilabde To Promsas A I TET
B Eevallable ot Cthar S#us F1 e foom -
B Lt Price ———— B U Dot |
e [ seekid | B2 U Daend T
M unt of Massrs H maga
B sl Spec
B W
B remrd i Rm ey
Paca Mathad | Gissd s -
-

8.1 Setting defaults for the Item Catalogue Lookup window

Note that most settings in the window can be changed within the Item Catal ogue
Lookup window itself. The only exceptionsto this are Include Item Attributes,
Include Item Catalogue, Include Item Search and the List View Options.

To set defaults for the Item Catalogue Lookup window in the Maintain
Item Catalogue Lookup Defaults window:

1. To set these defaults across the entire system click General. If your defaults
are for a specified user then click User and enter a user or click the lookup to

salect a user from the Users window.
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To display Item Attributes on the Item Catal ogue L ookup window click the
Include Item Attributes check box. Then use the Default Attributes drop-down
menus to select which attributes will be shown in the Item Catalogue L ookup
window.

Note that displayed attributes may be amended as required in the Item
Catalogue L ookup window.

To display the Item Catalogue on the Item Catalogue and Search window click
the Include Item Catal ogue check box.

To only search the catal ogue section currently highlighted in the Item
Catalogue L ookup window click the Include Catalogue in Search option.

To display the Item Search function on the Item Catal ogue and Search window
click the Include Item Search check box.

To further specify your search range use the Contains/Begins with option.
From the drop-down menu select between Item Number, Item Description,
Item Class, Generic Description, Short Description and Item Class
Description. Then select Contains or Begins with from the next drop-down
menu, then enter the required letters in the text box.

For example, if you (or a specified user) will only be searching for Items
containing the letters Ch, you could select Item Description, Contains, Ch.

Note that if you deselect Ignore Case, then the Case (i.e.: upper or lower case) will
be taken account of in defining your search range, so Item Descriptions containing
"Ch" would be included in the range, those with "ch" would not be included.

7.

10.

11.

To remove any search parameters that have been set up (see step 7 above)
click Clear Search Parameters.

The Default Site Filter option allows you to select a site from which to display
items in the Item Catalogue Lookup window. To specify a site choose from
the drop-down menu.

Note that sites other than the default may be viewed in the Item Catalogue
L ookup window, by using the appropriate drop-down menu.

Click the Only Show Available option to only items where stock is available
for sales will be displayed.

Note that this setting can be deactivated in the Item Catal ogue L ookup
window.

In Maximum Items type the number of items that you want to be displayed on
the Item Catal ogue L ookup screen at any one time.

When in the Item Catalogue L ookup window pressing an alphanumeric key
will take you to the first Item Number in the scrolling window beginning with
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that letter/number. If you select Keypress On Item Description then pressing
the key will take you to the first Item Description beginning with that |etter.

12. The List View Options displays the columns and buttons that can be included
on the Item Catal ogue L ookup window (see Using the Item Catal ogue L ookup
window for more details). If there are any options that you do not want to be
displayed then ensure that they are unchecked.

Use the Mark All/Unmark All buttons to select/deselect all columns/buttons or
click on them to select/deselect individual options. Note that you should
double click the text and not the check box to select an option.

13. From the Price Method drop-down menu select the pricing source to use in the
catalogue. By default Great Plains pricing will be selected. If you have
Horizon third party pricing software installed on your system then you can
select to use this as your pricing source.

14. Click Save to save any defaults that you have set.

Note that you can click Clear at any point to clear any changes that you have
made. Y ou can also click Delete to delete any default settings that you have made.
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9. Item Catalogue Lookup window
% Cards>> Inventory >> Item>> Extras>> Additional >> Item Catalogue

Use the Item Catal ogue L ookup window to:

o Perform parameter-based searches for items
o Browsetheitem catalogue for items

e View and email item specifications [tem
o Link to other information screens Catalogue
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Note that the display of the Item Catal ogue L ookup window is dependent upon the
selection made in the Maintain Item Catal ogue Lookup Defaults window, for
example, the window could be set to display the catalogue and search but not
attributes, to display attributes only and so on.

Also note that certain buttons on the Item Catal ogue Lookup window will only be
enabled if you have access to the relevant Myridas modules (see Appendix B).
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9.1 Using the Item Catalogue Lookup window

This section describes the full range of options available in the Item Catalogue
L ookup window.

To use the Iltem Catalogue Lookup window:

1. Thedefault attributes set in the Maintain Item Catalogue Lookup Defaults
window are displayed at the top of the screen. Only items with these attributes
will be displayed in the bottom window.

Y ou may change these defaults as required by selecting alternative options
from the drop-down menus, or select Not Applicable to perform a non-
attribute based Search.

2. You can further specify your range by using the " Search for an" option. (Note
that this may have been set to a default in the Maintain Item Catalogue
L ookup Defaults window). From the drop-down menu select between Item
Number, Item Description, Item Class, Item Class Description and Generic
Description. Then select Contains or Begins with from the next drop-down
menu then enter the required lettersin the text box.

For example, if you want to search for items that contain the letters "Ch", you
could select Item Description, Contains, Ch.

Note that if you deselect Ignore Case, then the Case (i.e.: upper or lower case) will
be taken account of in defining your selected range, so Item Descriptions
containing "Ch" would be included in the range, those with "ch" would not be
included.

When searching for a contains option you can select multiple strings. For
example, searching for "ch+ay" would search for items containing the letters "ch"
and "ay".

If you are displaying the catalogue tree view then there is an additional search
field Catalogue section.

Thiswill search for catalogue section within the catalogue tree view itself. The
usual multiple string searches using the plus character(+) apply aswell as an
option to limit the search to sections that have a particular item associated with
them. Thisis done using the character (?) so that selecting 'Catalogue Section' in
the drop down list and then entering "ch +ay ?100XLG" into the search field
would return all catalogue sections containing the letters "ch" and "ay" that have
the item 100X L G associated with them.

3. Clicking Clear Search Parameters will remove any "Search for an" options that
you have set and return all displayed attributes to Not Applicable.

4. Clicking Reset To Defaults will reset any search parameters you have
amended to those defined in the Maintain Item Catalogue L ookup Defaults
window.
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10.

11.

12.

13.

If you have the Item Catal ogue displayed then this will also form part of your
search parameters. Use the plus sign I+ to open up levels of the catalogue, and

the minus sign = to close levels. Clicki ng on a specific catal ogue section will
lead to the search being performed on that section.

Use the Site Filter drop-down menu to select whether you want to search all
sites or specified sites.

If you only want to search for Only Show Available (only items that have
stock available) then click the checkbox.

When you have set all your parameters then click the Redisplay button. All
items falling within set parameters will be displayed in the scrolling window
below.

The items found in your search will be displayed by the column list view
options you selected in the Maintain Item Catal ogue Lookup Defaults
window.

The order in which items are displayed can be governed by any of these
characteristics. The window will open with Item Number as the characteristic
by which items are displayed. Clicking on Item Number will cause itemsto be
displayed in reverse order. Clicking on another characteristic will cause items
to be displayed by that characteristic.

Y ou can also move the item characteristic columns to your preferred display
by dragging them.

To locate a specific Item Number enter the first letter or number of it into your
keypad.

Note that if you have selected the Keypress On Item Description in the
Maintain Item Catal ogue L ookup Defaults window then entering aletter or
number will locate the first Item Description beginning with that letter or
number.

The Maximum Itemsto be displayed in the window is shown in the bottom
corner of the window. Thisisthe default set in the Maintain Item Catalogue

L ookup Defaults window. Y ou can change this manually by clicking on it and
entering your preferred quantity. Click Redisplay to display the new item list.

To search for an item outside of the currently selected catalogue section
deselect the Include Catalogue in Search option.

To select an item from the list click on it. Y ou then have numerous options.
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Button

Action

=

Clicking this button will enter the selected item into the Item
Maintenance window.

=

Clicking this button will set the attribute fields at the top of the
window to be populated with the currently selected items attributes.
The window will be refreshed to display all items sharing the
displayed attributes. Note that this option is only availableif you
have selected to display attributes in the Item Catal ogue L ookup
window.

e Clicking this button will display the selected item in the Available to

- Promise window (see the Great Plains Available To Promise
module).

(1) These buttons are linked to the User Defined item properties set in

the Great Plains Internet Information window. If you have entered
user defined attributes (for example a word document) then clicking
on these buttons will open user defined 1 and user defined 2.

If you have attached an item image to the selected item in the Great
Plains Internet Information window then clicking this button will
display that image.

Clicking this button will open up a new email message with the item
image and user defined properties attached. If you have an email
address set against the current debtor then this address will be the
"To" address for the email.

3 Clicking this button will display the selected item in the Item
Maintenance window.
0 Clicking this button will allow you to make a standard Great Plains
note against the selected item.
. Clicking this button will display the selected item in the Available
Quantity Breakdown window. The item must be a duty item (see
Myridas Duty Processing module).
@ Y ou can click this button to save as default any parameters that you

have set up in the Item Catal ogue Lookup window.

Note that you can click the Cancel button at any point to hide the Item Catalogue
Lookup window and return to the Item Maintenance window.
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Sales

10. Maintain Item Catalogue and Search Defaults
window

Cards>> Myridas >> Catalogue Based Sales >> Catalogue Defaults
Maintenance

Use the Maintain Item Catalogue and Search Defaults window to:

e Set defaultsfor the Item Catal ogue and Search window
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10.1 Setting defaults for the Item Catalogue and Search window

Note that most settings in the window can be changed within the Item Catal ogue
and Search window itself. The only exceptions to this are Include Item Attributes,
Include Item Catalogue, Include Item Search and the List View Options.

To set defaults for the Item Catalogue and Search window in the
Maintain Item Catalogue and Search Defaults window:

1. To set these defaults across the entire system click General. If your defaults
are for a specified user then click User and enter a user or click the lookup to
select a user from the Users window.
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2. Todisplay Item Attributes on the Item Catalogue and Search window click the
Include Item Attributes check box. Then use the Default Attributes drop-down
menus to select which attributes will be shown in the Item Catalogue and
Search window.

Note that displayed attributes may be amended as required in the Item
Catalogue and Search window.

3. Todisplay the Item Catalogue on the Item Catalogue and Search window click
the Include Item Catal ogue check box.

4. To only search the catalogue section currently highlighted in the Item
Catalogue and Search window click the Include Catalogue in Search option.

5. Todisplay the Item Search function on the Item Catalogue and Search window
click the Include Item Search check box.

6. To further specify your search range use the Contains/Begins with option.
From the drop-down menu select between Item Number, Item Description,
Item Class, Generic Description, Short Description and Item Class
Description. Then select Contains or Begins with from the next drop-down
menu, then enter the required letters in the text box.

For example, if you (or a specified user) will only be searching for Items
containing the letters Ch, you could select Item Description, Contains, Ch.

Note that if you deselect Ignore Case, then the Case (i.e.: upper or lower case) will
be taken account of in defining your search range, so Item Descriptions containing
"Ch" would be included in the range, those with "ch" would not be included.

7. Toremove any search parameters that have been set up (see step 7 above)
click Clear Search Parameters.

8. The Default Site Filter option allows you to select a site from which to display
items in the Item Catalogue and Search window. To specify a site choose from
the drop-down menu.

Note that sites other than the default may be viewed in the Item Catalogue and
Search, by using the appropriate drop-down menu.

9. Four further options are also available:

Only Itemson Only items on Extended Pricing promotions will be
Promotion displayed (requires Great Plains Extended Pricing)
Only Show Only items where stock is available for sales will be
Available displayed

Only Itemson a Select Historical Template or Default Template. Only
given Template items that appear on the selected template will be
displayed (requires Myridas Customer Templates)
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Only Itemswitha | Only items with a sales pattern warning will be
Sales Pattern displayed (requires Myridas Sales Pattern Analysis)
Warning

Note that these settings can be deactivated in the Item Catal ogue and Search
window.

10. In Maximum Items type the number of items that you want to be displayed on
the Item Catal ogue and Search screen at any one time.

11. When in the Item Catal ogue and Search window pressing an a phanumeric key
will take you to the first Item Number in the scrolling window beginning with
that letter/number. If you select Keypress On Item Description then pressing
the key will take you to the first Item Description beginning with that |etter.

12. The List View Options displays the columns and buttons that can be included
on the Item Catalogue and Search window (see Using the Item Catal ogue and
Search window for more details). If there are any options that you do not want
to be displayed then ensure that they are unchecked.

Use the Mark All/Unmark All buttons to select/deselect all columns/buttons or
click on them to select/deselect individual options. Note that you should
double click the text and not the check box to select an option.

See Appendix C for details of how to set up margin calculations.

13. From the Price Method drop-down menu select the pricing source to use in the
catalogue. By default Great Plains pricing will be selected. If you have
Horizon third party pricing software installed on your system then you can
select to use this as your pricing source.

14. Click Save to save any defaults that you have set.

Note that you can click Clear at any point to clear any changes that you have
made. Y ou can also click Delete to delete any default settings that you have made.
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11. Item Catalogue and Search window

% Transactions>> Sales>> Sales Transaction Entry >> Extras >> Additional >>

Item Catalogue

Use the Item Catal ogue and Search window to:

o Perform parameter-based searches for sales options

o Browsetheitem catalogue for sales options
e Additemsto salestransactions
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Note that the display of the Item Catalogue and Search window is dependent upon
the selection made in the Maintain Item Catal ogue and Search Defaults window,
for example, the window could be set to display the catalogue and search but not

attributes, to display attributes only and so on.

Also note that certain buttons on the Item Catal ogue and Search window will only
be enabled if you have access to the relevant Myridas modules (see Appendix B).
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11.1 Using the Item Catalogue and Search window

This section describes the full range of options available in the Item Catalogue
and Search window.

To use the Iltem Catalogue and Search window:

1. Thedefault attributes set in the Maintain Item Catalogue and Search Defaults
window are displayed at the top of the screen. Only items with these attributes
will be displayed in the bottom window.

Y ou may change these defaults as required by selecting alternative options
from the drop-down menus, or select Not Applicable to perform a non-
attribute based Search.

2. You can further specify your range by using the " Search for an" option. (Note
that this may have been set to a default in the Maintain Item Catal ogue and
Search Defaults window). From the drop-down menu select between Item
Number, Item Description, Item Class, Item Class Description and Generic
Description. Then select Contains or Begins with from the next drop-down
menu then enter the required lettersin the text box.

For example, if you want to search for items that contain the letters "Ch", you
could select Item Description, Contains, Ch.

Note that if you deselect Ignore Case, then the Case (i.e.: upper or lower case) will
be taken account of in defining your selected range, so Item Descriptions
containing "Ch" would be included in the range, those with "ch" would not be
included.

When searching for a contains option you can select multiple strings. For
example, searching for "ch+ay" would search for items containing the letters "ch"
and "ay".

If you are displaying the catalogue tree view then there is an additional search
field Catalogue section.

Thiswill search for catalogue section within the catalogue tree view itself. The
usual multiple string searches using the plus character(+) apply aswell as an
option to limit the search to sections that have a particular item associated with
them. Thisis done using the character (?) so that selecting 'Catalogue Section' in
the drop down list and then entering "ch +ay ?100XLG" into the search field
would return all catalogue sections containing the letters "ch" and "ay" that have
the item 100X L G associated with them.

3. Clicking Clear Search Parameters will remove any "Search for an" options that
you have set and return all displayed attributes to Not Applicable.

4. Clicking Reset To Defaults will reset any search parameters you have
amended to those defined in the Maintain Item Catalogue and Search Defaults
window.
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If you have the Item Catal ogue displayed then this will also form part of your
search parameters. Use the plus sign I+ to open up levels of the catalogue, and

the minus sign = to close levels. Clicki ng on a specific catal ogue section will
lead to the search being performed on that section.

. Usethe Site Filter drop-down menu to select whether you want to search al

sites or specified sites.

If you only want to search for Only Items on Promotion (requires Great Plains

" Extended Prici ng), Only Show Available (only items that have stock

available), Only Items with a Sales Pattern Warning (requires Myridas Sales
Pattern Analysis module) or Only items on a given template (requires the
Myridas Customer Templates module) then click the relevant option.

If you select Only items on a given template then you can select atemplate
from the drop-down menu.

. When you have set all your parameters then click the Redisplay button. All

items falling within set parameters will be displayed in the scrolling window
below.

. Theitemsfound in your search will be displayed by the column list view

options you selected in the Maintain Item Catalogue and Search Defaults
window.

See Appendix C for details of how to set up margin calculations.

The order in which items are displayed can be governed by any of these
characteristics. The window will open with Item Number as the characteristic
by which items are displayed. Clicking on Item Number will cause itemsto be
displayed in reverse order. Clicking on another characteristic will cause items
to be displayed by that characteristic.

Y ou can also move the item characteristic columns to your preferred display
by dragging them.

If you are using Site Specific Pricing (see Myridas Extended Pricing
Enhancements) then site specific prices will be displayed.

If you have the Pricing Indicator column enabled then a C denotes and
contract price and an A denotes an aggregate price.

The following icons also provide further item information:

il Item is atemplate item
el Item is a promotional item
Sl Item is both atemplate and promotional item
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10. To locate a specific Item Number enter the first letter or number of it into your

keypad.

Note that if you have selected the Keypress On Item Description in the
Maintain Item Catalogue and Search Defaults window then entering aletter or
number will locate the first Item Description beginning with that letter or

number.

11. The Maximum Items to be displayed in the window is shown in the bottom
corner of the window. Thisisthe default set in the Maintain Item Catalogue
and Search Defaults window. Y ou can change this manually by clicking on it
and entering your preferred quantity. Click Redisplay to display the new item

list.

12. To search for an item outside of the currently selected catalogue section
deselect the Include Catalogue in Search option.

13. To select an item from the list click on it. Y ou then have numerous options.

Button

Action

=

Clicking this button will enter the selected item into the current Sales
Transaction Entry.

=

Clicking this button will set the attribute fields at the top of the
window to be populated with the currently selected items attributes.
The window will be refreshed to display all items sharing the
displayed attributes. Note that this option is only availableif you
have selected to display attributes in the Item Catalogue and Search
window.

Clicking this button will display the selected item in the Available to
Promise window (see the Great Plains Available To Promise
module).

[=3

Clicking this button will display the selected item in the Order
History window (see the Customer Templates Module).

Clicking this button will open the Substitutes window, containing
details of the item substitutes available. If you want to insert one of
these into the sales order click the Select Item button.

e Clicking this button will open the Quantity By Site window (see the
Great Plains Advanced Distribution module).
) These buttons are linked to the User Defined item properties set in

the Great Plains Internet Information window. If you have entered
user defined attributes (for example a word document) then clicking
on these buttons will open user defined 1 and user defined 2.
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If you have attached an item image to the selected item in the Great
Plains Internet Information window then clicking this button will
display that image.

Clicking this button will open up a new email message with the item
image and user defined properties attached. If you have an email
address set against the current debtor then this address will be the
"To" address for the email.

3 Clicking this button will display the selected item in the Item
M aintenance window.
0 Clicking this button will allow you to make a standard Great Plains

note against the selected item.

Clicking this button will display the selected item in the Price Trace
Enquiry window.

Clicking this button will display the selected item in the Aggregate
Pricing Tracker window. The item must be an aggregate item (see
Myridas Extended Pricing Enhancements module).

Clicking this button will display the selected item in the Available
Quantity Breakdown window. The item must be a duty item (see
Myridas Duty Processing module).

T

Y ou can click this button to save as default any parameters that you
have set up in the Item Catal ogue and Search window.

Note that you can click the Cancel button at any point to hide the Item Catalogue
and Search window and return to the Sales Transaction Entry window.
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Appendix A

Access to Myridas Windows

Catalogue Based Sales

Window Name

% Menu Access

% Other Access

Maintain ltem
Attributes

Cards >> Myridas >>
Catalogue Based Sales >>
Attributes Maintenance

Assign Items To
Attributes

Cards >> Myridas >>
Catalogue Based Sales >>
Assign [tem Numbers To
Attributes

Maintain ltem
Attributes window >>
Assign button

Assign Item Range
To Attributes

Assign Items To
Attributes window >>
Ranges

Assign Attributes To
ltems

Cards >> Myridas >>
Catalogue Based Sales >>
Assign Attributes To Item
Numbers

Catalogue Sections | Cards >> Myridas >>
Catalogue Based Sales >>
Catal ogue Section Maintenance
Catalogue Cards >> Myridas >>
Maintenance Catalogue Based Sales >>
Catalogue Maintenance

Assign Item Range

Catal ogue Maintenance window

To Section >> Ranges button
Maintain Item Cards >> Myridas >>
Catalogue And Catalogue Based Sales >>
Search Defaults Catalogue Defaults
Maintenance

Maintain ltem

Cards >> Myridas >>

Catalogue L ookup Catalogue Based Sales >>

Defaults Catalogue L ookup Defaults
Maintenance

Item Catalogue and | Transactions >> Sales >> Sales

Search Transaction Entry >> Extras >>

Y, NP PN - S-SR T I DOy o PR TP [
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Additional >> Item Catalogue

Item Catalogue Cards >> Inventory >> [tem >>
Lookup Extras >> Additional >> Item
Catalogue
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Appendix B

Increased functionality with additional Myridas

modules

Catalogue Module Additional functionality

window

Item Catalogue Duty Processing Option to display the Available

and Search Quantity Breakdown window for
duty items

Item Catalogue Extended Pricing Where applicable prices displayed

and Search Enhancements will be site specific prices
Option to display the Aggregate
Pricing Tracker window for
aggregate items
Aggregate items will be marked with
an A and contract priceswithaC in
the Pricing Indicator column

Item Catalogue Sales Pattern Option to select Only Itemswith a

and Search Analysis Sales Pattern Warning. Sales period
quantities and warnings can be
displayed in the scrolling window

Item Catalogue Customer Templates | Order History button opens the Order

and Search History window
Option to view Only Itemson
Historical Template
Template sequences can be displayed
in the scrolling window

Item Catalogue Duty Processing Option to display the Available

L ookup Quantity Breakdown window for

duty items
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Maintain ltem
Catalogue And
Search Defaults

Duty Processing

Option to select as a default the
Consolidated Available Breakdown
button

Maintain Item Extended Pricing Option to select as a default the
Catalogue And Enhancements Aggregate Pricing Information button
Search Defaults
Maintain Item Sales Pattern Options to select as defaults sales
Catalogue And Analysis periods, sales period warnings, and
Search Defaults only items with a sales pattern
warning for the item catalogue.
Maintain Item Customer Templates | Option to select as a default the Order
Catalogue And History button
Search Defaults
Option to select as a default Only
Items on Historical Template
Option to have template sequence as
acolumn
Maintain Item Duty Processing Option to select as a default the
Catalogue L ookup Consolidated Available Breakdown
Defaults button
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APPENDIX C

Appendix C

Margin Percentage Setup window
Tools>> Setup >> Myridas >> Margin Percentage Setup

Use the Margin Percentage Setup window:

e Setup document margin calculation details

El tcs00 Margin Percentage Setup g|ﬁ|g|

Baze Margin Percentage On Sales A

o e

The settings made in this window will define how document margins displayed in
the Item Catal ogue and Search window are calculated. See below for further
details.

Note that the settings made in this window also set how the margin is calculated in
the Price Negotiation window (see Myridas Price Negotiation) and the Document
Margins window (see Myridas Distribution Enhancements).

Setting Up Document Margin Calculation Details

To setup document margin calculations in the Margin Percentage
Setup window:

1. From the Base Margin Percentage On drop-down menu select Costs or Sales.

The margin is the sum of all extended prices minus the sum of all unit cost
prices for items on a transaction. The margin percentage is calculated
dependant on your selection:

Sales Margin/ Total sales value for document lines

Costs Margin/ Total cost value for document lines

2. Click OK to save your settings and close the window.
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